SAN  FRANCISCO  PUBLIC  LIBRARY 


3  1223  07513  2770 


5  cfe^ 


yancisco  Public  Library 

Itrernment  Information  Center 
h  Francisco  Public  Library 
I)  Larkin  Street,  5th  Floor 
|i  Francisco,  CA  04102 

ERENCE  BOOK 

he  taken  from  the  Library 


FICE  OF  THE 
BLIC  DEFENDER: 

olving  Fund 
1,2000,  Through 
ember  6,  2001 


DOCUMENTS  DEP- 
MAY      6  200? 

SAN  FRANCISCO 
PUBLIC  LIBRARY 


April  30,  2002 
Audit  Number  01040 


->  r 
*•/ 1 10/  n 


OFFICE  OF  THE 
PUBLIC  DEFENDER: 

Revolving  Fund 
July  1,2000,  Through 
November  6,  2001 


DOCUMENTS  DEP- 

MAY      6  200? 

SAN  FRANCISCO 
PUBLIC  LIBRARY 


April  30,  2002 
Audit  Number  01040 


CITY  AND  COUNTY  OF  SAN  FRANCISCO 
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Edward  Harrington 
Controller 


April  30,  2002 

Kimiko  Burton,  Public  Defender 
Office  of  the  Public  Defender 
555  7th  Street 
San  Francisco,  C A  94103 


Audit  Number  01040 


Dear  Ms.  Burton: 

The  Controller's  Audits  Division  presents  its  report  concerning  the  revolving  fund  audit  of 
the  Office  of  the  Public  Defender  (Public  Defender).  The  Public  Defender  uses  its 
revolving  fund  to  pay  for  minor  office  expenses. 

Reporting  Period:         July  1 ,  2000,  through  November  6,  200 1 

Authorized  Amount:    $200 

Results:  As  of  November  6,  2001,  the  balance  in  the  Public  Defender's 

revolving  fund  agreed  to  the  amount  authorized  by  the  San 
Francisco's  Administrative  Code  and  recorded  in  the  Controller's 
Financial  Accounting  and  Management  Information  System. 
However,  the  Public  Defender  did  not  always  comply  with  the 
requirements  for  maintaining  the  revolving  fund.  The  Public 
Defender  allowed  its  revolving  fund  custodian  to  perform  some 
incompatible  duties,  including  custody  of  the  revolving  fund 
checks,  and  receiving  bank  statements  and  cancelled  checks.  Also, 
no  one  prepared  bank  reconciliations  for  the  revolving  fund. 

The  Public  Defender's  response  is  attached  to  the  report.  The  Controller's  Audits  Division 
will  be  working  with  the  Public  Defender's  to  follow  up  on  the  status  of  the 
recommendations  made  in  this  report. 


Respectfully  submitted, 
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idward  Harringto/i 
Controller 


City  Hall  •  1  Dr.  Carlton  B.  Goodlett  Place  •  Room  388  •  San  Francisco  CA  94102-4694 


FAX  415-554-7664 


INTRODUCTION 


BACKGROUND 

The  Board  of  Supervisors  of  the  City  and  County  of  San 
Francisco  appropriated  a  cash  revolving  fund  of  $200  to  the 
Office  of  the  Public  Defender  (Public  Defender),  under 
Section  10.153  of  the  San  Francisco  Administrative  Code 
(Administrative  Code).  The  Public  Defender  uses  this  fund  for 
minor  office  expenses. 


SCOPE  AND  METHODOLOGY 

The  purpose  of  this  audit  was  to  determine  whether  the  Public 
Defender's  revolving  fund  assets  agreed  with  the  amount 
authorized  under  the  Administrative  Code  and  the  amount  recorded 
in  the  Controller's  Financial  Accounting  and  Management 
Information  System  (FAMIS).  We  also  determined  if  the  Public 
Defender  properly  administered  and  used  the  revolving  fund.  In 
addition,  we  assessed  whether  the  internal  controls  over  the 
revolving  fund  were  adequate,  and  whether  the  authorized  amount 
was  sufficient  to  meet  the  Public  Defender's  operational  needs. 

To  conduct  the  audit,  we  reviewed  the  applicable  provisions  of  the 
Administrative  Code,  the  Controller's  Departmental  Instruction 
No.  1052,  and  the  Purchaser's  Guide  to  Ordering  Goods  and 
Services.  We  evaluated  the  Public  Defender's  procedures  for 
recording,  summarizing,  and  reporting  the  revolving  fund 
transactions.  We  tested,  on  a  sample  basis,  the  Public  Defender's 
revolving  fund  transactions  during  the  audit  period  to  determine 
whether  the  transactions  were  proper  and  valid. 


AUDIT  RESULTS 


THE  OFFICE  OF  THE  PUBLIC  DEFENDER 
NEEDS  TO  IMPROVE  ADMINISTRATIVE 
PROCEDURES  OVER  ITS  REVOLVING  FUND 

As  of  November  6,  2001,  we  found  that  the  Public 
Defender's  revolving  fund  balance  of  $200  agreed  with  the 
amount  authorized  under  Sec.  10.153  of  the  Administrative 
Code,  and  recorded  in  FAMIS.  We  also  found  that  the  Public 
Defender  used  the  revolving  fund  within  the  fund's  intended 
purpose.  However,  it  did  not  always  comply  with  the  Controller's 
Departmental  Instruction  No.  1052.  The  Public  Defender  did  not 
adequately  segregate  some  incompatible  functions  of  its  revolving 
fund  custodian,  nor  did  it  reconcile  the  revolving  fund  account 
balance  to  the  corresponding  bank  statements. 

We  found  that  during  the  audit  period  from  July  1 ,  2000,  through 
November  6,  2001,  the  Public  Defender  allowed  its  revolving  fund 
custodian  to  perform  some  incompatible  duties.  The  fund 
custodian  recorded  the  fund's  transactions  in  the  check  register  and 
received  the  bank  statements  and  cancelled  checks.  The 
Controller's  Departmental  Instruction  No.  1052  requires  that 
someone  other  than  the  revolving  fund  custodian  receive  the 
revolving  fund  bank  statements  and  cancelled  checks.  In  addition, 
according  to  the  fund  custodian,  no  one  reconciled  the  bank 
statements.  The  fund  custodian  merely  scanned  both  the  bank 
statement  and  the  check  register  to  verify  the  ending  balances.  If 
the  ending  balances  agreed,  no  one  prepared  a  bank  reconciliation 
of  the  fund.  According  to  the  Controller's  Departmental 
Instructions,  someone  other  than  the  fund  custodian  should  prepare 
the  monthly  bank  reconciliation. 


RECOMMENDATIONS 

To  ensure  that  the  Office  of  the  Public  Defender  complies  with  the 
Controller's  Departmental  Instruction  No.  1052,  the  Public 
Defender  should  take  the  following  actions: 

•  Segregate  the  incompatible  functions  associated  with  the 
maintenance  of  its  revolving  fund. 

•  Reconcile  its  revolving  fund  bank  statement  monthly. 


We  conducted  this  review  according  to  generally  accepted 
government  auditing  standards.  We  limited  our  review  to  those 
areas  specified  in  the  audit  scope  section  of  this  report. 

Staff:    Carmen  LeFranc,  Audit  Manager 
Samuel  Appiah 


cc:        Office  of  the  Mayor 
Board  of  Supervisors 
Treasurer 
Budget  Analyst 
Public  Library 
KPMG  LLP 


Office  of  the  Public  Defender 

l   City  and  County  of  San  Francisco 


Kimiko  Burton 
Public  Defender 

Randall  Martin 
Chief  Attorney 


April  25,  2002 

Ed  Harrington,  Controller 

Office  of  the  Controller 

City  Hall 

1  Dr.  Carlton  B.  Goodlett  Place 

San  Francisco,  CA  94102-4694 

Dear  Mr.  Harrington: 

I  received  your  letter  dated  April  22,  2002,  concerning  your  office's  audit  of  the  Public 
Defender's  revolving  fund,  over  the  reporting  period  July  1 ,  2000,  through  November  6,  2001 . 
We  appreciate  the  comments  of  the  audit,  and  the  time  your  staff  took  to  perform  the  audit  and 
prepare  the  report. 

The  results  of  the  audit  indicated  that  the  fund  custodian  performed  some  incompatible  duties 
and  that  no  one  prepared  a  monthly  bank  reconciliation  of  the  $200  fund.  Although  we  do  not 
disagree  with  this  finding,  we  addressed  the  issues  it  raised  in  November  2001. 

The  department  previously  lacked  accounting  staff  other  than  the  fund  custodian  to  properly 
manage  the  revolving  fund.  Near  the  end  of  the  reporting  period,  however,  the  Office  hired  a 
Director  of  Finance  and  Planning,  who  now  receives  the  fund  bank  statements  and  cancelled 
checks,  and  performs  a  monthly  reconciliation.  The  fund  custodian  continues  to  prepare  the 
checks  and  record  the  fund's  transactions  in  the  check  register.  We  hope  these  procedural 
changes  address  the  concerns  of  the  audit,  and  allow  the  fund  to  be  properly  managed. 

Please  contact  me  if  you  wish  to  discuss  this  matter  further. 


Sincerely, 


Kimiko  Burton 
Public  Defender 


555  Seventh  Street        San  Francisco,  California  94103-4732        415.553.1671         fax:  415.553.9810 


